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COMMERCIAL SUBJECTS 


Introductory—The more general institution of Three 
Years’ Post-primary Courses in Scottish Day Schools 
should furnish opportunity for a wide development of 
courses in Commercial subjects. 

The experience of Commercial teachers agrees in 
making Book-keeping the main centre of attention and 
of effort throughout the three years. A knowledge of 
this subject is a valuable asset not only for the pupil who 
intends to enter some form of business life, but for every 
person who wishes to take an intelligent interest in the 
affairs of the community in which he or she is placed. 
In the process of learning Book-keeping much insight is 
gained into the whole fabric of Commerce and industry, 
and the subject, therefore, has a valuable bearing on 
citizenship. It was doubtless for this reason among 
others that Locke, “would advise all Gentlemen to learn 
perfectly Merchants’ Accompts.” 

A minor, but by no means negligible, advantage of this 
subject is that it süßplies a useful corrective to the 
tendency towards slaxauly. writing, which frequently 
sets in with the need fprgpgte- -taking and fast jotting in 
the classes beyond the-primary stage of education. 

Shorthand is a logical development of the power to 
write already acquired in the Primary School “In any 
Sphere of life, the ability to set down, at the rate of 
speech, a record of what is heard or thought is too 
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valuable an acquisition to be lightly esteemed. But the 
school value of the subject does not begin or end with 
this acquisition, valuable as it is. By a system of Short- 
hand which is not merely planned to jot down swift 
contractions, but which is evolved upon logical and in- 
telligent principles, much valuable training in his own 
language can be given to the pupil. Accurate pronunci- 
ation and attention to phrasing are a vital part of this 
training. The pupil’s vocabulary is enriched by live 
contact with the spoken and written language of everyday 
life. Finally, no small esthetic enjoyment is afforded 
to the pupil by the flowing curves and pleasing parallelism 
of the swiftly written matter. 

Type-writing is perhaps not quite so essential a part 
of a Commercial education. Yet in these days, when a 
neat letter or document is much oftener produced in 
type than in the well-nigh obsolete “ copper-plate” hand- 
writing of a former era, even the mechanical ability to 
produce such a piece of work, with its high standard of 
speed and legibility, is a very desirable attainment. In 
Type-writing, however, as in Shorthand, the mere 
achievement of speed is not to be regarded as the aim 
of a Day School Course so much as the attainment of 
neatness, correctness, and pleasing and consistent 
arrangement. It is found that girls particularly, as a 
result of a careful training in Type-writing, acquire a 
valuable sense of harmony and neatness. 

The Distribution of Time over the three years will vary 
with the nature of the school curriculum in general; 
but it is strongly recommended that, where possible, the 
time allotted to Commercial work should be progressive, 
say for instance 5, 7, and 9 (or more) periods in the 


+= > 


COMMERCIAL SUBJECTS 5 


respective years. The Department's requirement of 
cighteen periods distributed over the course must be 
regarded as an irreducible minimum. Asa general rule, 
Shorthand should not be started much before the later 
months of the First Year’s Course, and Type-writing may 
profitably be postponed till the final year. One practical 
result of this is to utilise to the fullest degree the popu- 
larity of the subject at a period in school life when many 
pupils—especially those in a final compulsory session— 
tend to feel their routine subjects “stale,” but respond 
eagerly to a new and fascinating exercise. 

Commercial Aritbmetic may be regarded as having two 
main functions in a Three Years’ Course,—firstly to 
relieve the Book-keeping lessons of the heavier calcula- 
tions, leaving the pupil so much the more free to assimi- 
late the logic of Book-keeping, and secondly to cover 
such calculations in general as a lad or girl in business 
or in trade is likely to encounter. 

A simple programme of Commercial Practice (or Busi- 
ness Procedure) will round off the course. 

'The whole provides a course of study well suited for 
a three years” spell of work—complete in itself, yet 
opening up new interests for a lifetime, replete with 
possibilities of training, and useful in any sphere or any 
calling, although eminently so for the pupil who will 
further develop the various subjects in their practical 
application. 


BOOK-KEEPING 


There appears to be some cleavage of opinion as 
to the best method of approach to Book-keeping by 
Double Entry. All are agreed that the old use of the 
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Journal as a channel through which all items must pass 
should be discarded. But, while one set of experienced 
teachers favours the plan of beginning with the Pre- 
liminary Books (Sales, Purchases, and Cash Books) after 
only a short survey of Ledger Accounts, and working 
from these to the Ledger, another set prefers to begin 
by devoting considerable attention to simple Ledger 
Accounts (Goods, Cash, and Personal), regarding the 
Subsidiary Books as a natural development in complexity 
from these. This difference in method, however, affects 
only the first year or so of the course, as the pupil must 
by the end of that time, or very soon afterwards, have a 
clear conception of both leading ideas—that of the 
centralisation of facts in the ledger, and that of devolu- 
tion into detailed accounts or detailed books (e.g. Petty 


Cash, Returns, Bills, and the various subdivisions of 
Profit and Loss). 


First Year 


Approach A. 


Necessity for, and purpose of, 
Book-keeping. 

Review of Books required. 

General idea of Dr. and Cr., and 
Theory of Double Entry through 
simple Ledger Accounts. 

Day or Sales Book. 

Invoice or Purchases Book. 

Cash Book (a) with two columns ; 
(P) with three columns, Dis- 
count, Bank, Cash. 

Posting to Ledger. 

Goods Account, and Profit and 
Loss Account. 

Trial Balance. 


Approach B. 


Necessity for, and purpose of, 
Book-keeping. 

Principles of Double Entry. 

The Ledger: three kinds of ac- 
counts, Real, Personal, Nominal. 
(Simple Examples.) , 

Cash Book (Separate Book with 
Cash and Bank Columns). 

Trial Balance using (a), totals, 
(b) balances. 

Sales and Purchases Books as 
development of Goods Accounts. 


(If possible, proceed to simple Balance-shect.) 
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Seconp YEAR 


Summary revisal of First Year’s work, reconciling the two methods of 
approach. 

The Subsidiary Books (Cash Book, 3 Columns: Purchases Book: 
Sales Book: Returns Outward and Inward : Petty Cash Book). 

The Ledger: Posting from Subsidiary Books. Subdivision of 
** Goods." 

The Journal: Opening entries and miscellaneous items. 

Trial Balance: Trading Account: Profit and Loss Account: 
Balance-sheet. 

Turrp YEAR 

Revisal of previous work, adding Imprest System for Petty Cash: 
Bills Payable and Bills Receivable. The Journal (opening and closing 
entries: adjustments). 

Interest on Capital: Depreciation : Expenses due and prepaid. 

Trial Balance: Final Accounts from Trial Balance: Trading and 
Profit and Loss Accounts. 

Easy Partnership and Division of Profits. 

(Optional.—Reserves for Bad Debts, etc. Simple types of Accounts 
for Clubs, Hospitals, etc. Receipts and Payments Account. Income and 


Expenditure Account.) 


COMMERCIAL ARITHMETIC 


The following programme represents the work which 
ought to be covered in this subject. Much of it, or in 
some cases all of it, may be overtaken in the ordinary 
Arithmetic classes, but the Commercial teacher should 
make it his business to see that it is done either there 
or by himself, according to the nature of the School 
Time-table. Again, according to the distribution of 
the total time devoted to Commercial subjects, the 
present programme may be spread over the three years, 
or postponed till the final year. In the latter case, the 
three divisions below may be taken in the three terms of 


the session. 
So far as possible, arithmetical operations should 
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be performed mentally, and written work should be as 
brief as possible. 

Throughout the course, discreet use should be made 
of the Ready Reckoner. 


I. Long and cross-tots. 
Revisal, and practical appreciation, of common 
Weights and Measures. 
Four rules of Decimals with approximations. 
Decimalisation of British Money. 
Proportion (on unitary and fractional methods). 
Simple Interest: Profit and Loss as Percentage of 
Buying and Selling Prices. 
(Optional.—Simple Practice.) 


II. Metric System of Weights and Measures. 
Decimalisation of British Weights and Measures. 
Compound Proportion. Proportional Division. 

Averages. 
Simple Interest: Principal, Rate, Time. 
Rates and Taxes. 


(Optional.—Compound Practice.) 


III. Currencies and Coinage of Britain, the chief Con- 
tinental Countries, U.S.A., Canada, India. Par 
Values and Rates of Exchange. Income Tax. 
Bankruptcy. Discount, Commission and Broker- 
age. Stocks and Shares. Compound Interest 
{usual school method). 


While the foregoing includes practically all the Arith- 
metic ancillary to ordinary office work, it is advisable 
that the following items, if not covered in the mathe- 
matical work of the pupils, or in a practical course, 
should be attempted in addition :— 


I. Area of Square and Rectangle, with applications. 
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II. Derivation of Square and Cubic Measure from 
Linear, Square Root, Area of Circle, and Ring. 
Mensuration of Cube, Cylinder, Cone, Pyramid. 


III. Compound Interest by Logarithms. Cube and 
Cube Root by Logarithms. Mensuration of 
Sphere. 


COMMERCIAL PRACTICE 


According to the distribution of time, this pro- 
gramme may be spread over the course, or postponed 
till the Third Year. 


I. Simple Retail Transactions, involving Invoices: 
Methods of Payment (cash, cheque, postal order, 
money order): Receipts. 

Writing in proper form simple Business Letters. 
Postal Facilities: Postages Book: Use of tele- 

* graph and telephone, condensation of matter 

for telegrams. 

Methods of transport. 

Assets: Liabilities: Credit: Capital: Gross and 
Net Profit. 


II. Discounts (Cash and Trade): Rebates: Retailer’s 
Bonus. 

Correspondence (expanding from notes). 

Forms used throughout a home transaction. Order, 
Advice Note, Invoice, Debit and Credit Notes: 
Statement of Account, Receipt. Drawing up 
these forms from given particulars 

Essence of a Simple Contract, z.g. Sale ot Goods, 
Insurance. 

Explanation of common terms connected with Pro- 
perty, e.g. Rent, Lease, Rates, Taxes, Feu-duty. 
Banking: Current Account, Deposit Account, 
Deposit Receipt, Pay-in Slip, Overdraft, Cheques 

(order, bearer, crossings). 


Io 
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III. Correspondence: Filing inward letters and vouchers: 


Indexing: Copying outward letters: Methods of 
manifolding. 


Banking: Reconciliation Statement. : 
Bills of Exchange (form, advantages, discounting). 
Different types of Businesses: Sole Trader: Part- 


nerships: Companies: Co-operative Societies. 


TYPE-WRITING 


(a) Practical Work by Pupils: 


Keyboard: Correct position at machine. 

Methods of fingering: Touch system. 

Margins: Spacing: Capitals: Punctuation: 
Paragraphing. 

Correspondence: Arrangement of various parts 
of letters: Typing on successive sheets: En- 
velope addressing. 

Typing simple Commercial letters from pupils’ 
shorthand notes. 

Typing from simple and clearly written MS. 

Care and cleaning of machine. 


(b) Demonstration or Instruction by Teacher: 


Instruction in the function and use of the various 
parts of the machine to proceed concurrently 
with above practical work. 

Headlines: Display: "Tabular Statements and 
Invoicing. 

Remedying of slight defects in machine. 

Changing ribbons: Carbon copying. 

Different types of machines. 


It is inadvisable at this stage (with one year’s instruc- 


tion) to aim generally at a speed of more than 20 words 
per minute. 


COMMERCIAL SUBJECTS 11 


SHORTHAND 


Till the end of the Second Year of the Commercial 
Course, the aim in Shorthand should be the acquisition 
and application of the essential principles of the system 
adopted. 

To impress these principles, sufficient reading of 
Shorthand and writing to Dictation should be under- 
taken from the earliest possible stage. The attainment 
of Speed should be left to the final stage, and not more 
than 50 to 60 words a minute should. be generally ex- . 
pected at the end of the Third Year of the Commercial 
Course. 

Any test in Shorthand at this stage should consist of 
a simple Commercial letter, and if dictated should not 
exceed three or four minutes in duration. 


3.C.E.R.T., West Beng) 
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N.B.—A list of text-books for pupils and reference 
books for teachers, recommended by the Panel on 
Commercial Subjects, may be obtained free on applica- 
tion to the Secretary, Scottish Council for Research in 
Education, 47 Moray Place, Edinburgh. 


Accessioned No cdm 
Agsisstoned Noct 


PUBLICATIONS OF THE SCOTTISH COUNCIL 
FOR RESEARCH IN EDUCATION 


AA A 2 A A4<<<AAA4A<A4+K+<+<+<+<— 


I. SCOTTISH SPINNING SCHOOLS 
By Irene F. M. Dean. 5s. net. 


II. EDUCATION IN ANGUS 
By J. C. Jessop, M.A., Ph.D., F.R.Hist,S, 
5s. net, 

111. CURRICULUM FOR PUPILS OF 
TWELVE TO FIFTEEN YEARS 
(Advanced Division). 5s. net. 


REPRINTS OF SUBJECT REPORTS 
6d. cach net 

. ENGLISH 

. HISTORY 

. GEOGRAPHY 

- MATHEMATICS 

. SCIENCE (Physical and Biological) 

. MUSIC 

. ART AND CRAFTSMANSHIP 

. PHYSICAL EDUCATION 

9. DOMESTIC ARTS AND CRAFTS 

10. TECHNICAL SUBJECTS 

11, COMMERCIAL SUBJECTS 

12. RURAL SUBJECIS 

13. LANGUAGES 


SUD A Hn 


UNIVERSITY OF LONDON PRESS, LTD. 


